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Books m                      (c) A cash book.

maintained.               ^ ^ personal ledger, that is, individual accounts of seamen showing

on one side moneys received and on the other payments made to

or on account of each seaman.

OFFICE PROCEDURE RULES.

199. All certificates endorsed on seamen's articles of agreement
with masters of vessels specifying moneys and effects received
from masters should be copied into the Endorsement book.

All receipts on account of seamen should be acknowledged in
the Counterfoil receipt book.

The receipts should be entered in detail in the Cash book and
remitted to the treasury.

The receipts on account of deceased and distressed British
seamen left in charge should be placed to the credit of account
between Madras and London, and other receipts on account of
discharged seamen to the credit of c Marine deposits.'

The payments to be made from the account of e Marine
deposits' should be made only by cheques, and whenever any money
has to be transferred to the Board of Trade, the cheque issued
should be endorsed * Credit account between Madras and London/

The sums chargeable to the Board of Trade in the account
current between Madras and London should be drawn on ordinary
contingent bill forms countersigned by the Conservator of the
Port.

All payments should be entered in the Cash book in detail,
names of persons, articles, numbers, quantities, rates, etc., being
fully specified, as most of the vouchers which contain the particu-
lars are sent off to the Board of Trade with the prescribed forms
from time to time under paragraph 150 of their instructions.

There should be on either side of the Cash book separate
money columns provided for the receipts and charges falling under
the two heads mentioned in paragraph with the following head-
ings: * Marine deposits': 'Account between Madras and London **

For the receipts and payments passing through the account of

* Marine deposits,' a personal ledger should be maintained.    A
head  should be provided for each  seaman concerned and for

* Treasury ' and for ' Cash' in the ledger, and the latter should be
balanced on the 31st March.    The amount at credit of the different
seamen should agree with the balance in the c Treasury ' and the

* Cash,' if any, in the Shippingmaster's hands on the 31st March,
which should be certified by the treasury and the Shippingmaster
respectively.